§1228.22

the Government except in accordance
with procedures described in this part
1228 (44 U.S.C. 3314).

§1228.22 Developing records sched-

ules.

The primary steps in developing
agency records schedules are given
below. Details in each step are con-
tained in the NARA records manage-
ment handbook, Disposition of Federal
Records (http://www.archives.gov/
records management/publications/
disposition of federal records/
index.html). Ultimately, all records of
an agency must be scheduled, but they
need not all be scheduled at the same
time. An agency may schedule the
records of one function, program or or-
ganizational element at a time.

(a) Determine the functions and ac-
tivities documented by the records to
be scheduled.

(b) Prepare an inventory of the
records including a description of their
medium, location, volume, inclusive
dates, informational content and use.

(c) Evaluate the period of time the
agency needs each records series or
system by reference to its uses and
value to agency operations or legal ob-
ligations.

(d) Based on agency need, develop
specific recommended retention and
disposition instructions for each
records series or each part of an auto-
mated information system, including
file breaks, retention periods for tem-
porary records, transfer periods for per-
manent records, and instructions for
the transfer of records to an approved
records storage facility when appro-
priate.

(e) Assemble into a draft schedule the
descriptions and recommended disposi-
tion instructions for logical blocks of
records, i.e., entire agency, organiza-
tional component, or functional area.

(f) Obtain approval of the records
schedules from NARA (and from the
General Accounting Office, when so re-
quired under title 8 of the GAO “‘Policy
and Procedures Manual for the Guid-
ance of Federal Agencies”).
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§1228.24 Formulation of
records schedules.

(a) General. Agency records schedules
approved by the Archivist of the
United States specify the disposition
for agency records. Records of con-
tinuing (permanent) value will be
scheduled for retention and immediate
or eventual transfer to the legal cus-
tody of NARA. All other records will be
scheduled for destruction or donation
after a specific period of time based on
administrative, fiscal, and legal values.

(b) Characteristics of  schedules.
Though records disposition authority
may be requested from NARA on a pro-
gram-by-program, function-by-func-
tion, or office-by-office basis, all agen-
cy records must be scheduled. Sched-
ules must follow the guidelines pro-
vided below:

(1) Schedules shall identify and de-
scribe clearly each series or system and
shall contain disposition instructions
that can be readily applied. (Additional
information is required for permanent
records as specified in §1228.28(b).)
Schedules must be prepared so that
each office will have standing instruc-
tions detailing the disposal, transfer,
or retention of records.

(2) SF 115s shall include only new
records not covered by the General
Records Schedules (GRS) (see subpart
C), deviations from the GRS (see
§1228.42), or previously scheduled
records requiring changes in retention
periods or substantive changes in de-
scription.

(3) All schedules shall take into ac-
count the physical organization of
records or the filing system so that dis-
posal or transfer can be handled in
blocks.

(4) The disposition of nonrecord ma-
terials is controlled by instructions in
the agency’s printed or published
records disposition manual. These in-
structions do not require NARA ap-
proval. Such items shall not be in-
cluded on SF 115s. Non-record mate-
rials, such as extra copies of documents
preserved solely for reference, and
stocks of processed documents, and
personal materials shall be maintained
separately from official agency files to
aid in records disposition.

(c) Provisions of schedules.
schedules shall provide for:
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